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SPAVWAR | NSTRUCTI ON 12610.1

From Conmander, Space and Naval Warfare Systens Comand
Subj:  SPAWAR TELEWORK PROGRAM

Ref : (a) Public Law 106-346, section 359
(b) DoD Tel ework Instruction of 26 Cct 01
(c) DoD Tel ework Gui de
(d) 5 U S. Code sections 7101-7135

Encl: (1) Tel ework Agreenent
(2) Telework Home Worksite Safety Checkli st
(3) Proposed Tel ework Pl an

1. Purpose. This instruction inplenents references (a) and
(b), requiring Federal agencies to establish tel ework prograns
in which eligible enployees nay participate to the nmaxi num
extent possible w thout di mnished performance.

2. Scope. The policies stated in this instruction apply to
civilian enployees of SPAWAR headquarters. Subordinate
commands, Program Executive offices and other field activities

will inplement their own procedures consistent with this
instruction and references (a), (b) and (c). Al organizations
wll satisfy their obligations under reference (d) before

i npl enenting this instruction with respect to enpl oyees who
bel ong to collective bargaining units.

3. Definitions

a. Ad hoc tel ework neans pre-approved tel ework perfornmed on
an occasional, one-time, or irregular basis, including tel ework
of | ess than one day per pay period.

b. Alternate worksite nmeans a place away fromthe
traditional worksite that has been approved for the perfornance
of officially assigned duties. It may be an enpl oyee's hone, a
U S. Governnent telecenter, or other approved worksite including
a facility established by state, |ocal, or county governnents or
private sector organi zations for use by tel eworkers.
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c. Regular and recurring tel ework nmeans an approved work
schedul e under which an eligible enployee regularly works at
| east one day per biweekly pay period at an alternate worksite.
Tel ework is considered to be regular and recurring, not ad hoc,
if it is approved for a period of 30 cal endar days or nore.

d. Eligible enployee neans an enpl oyee who neets the
criteria established in paragraph 5 of this instruction for
participation in the tel ework program

e. Eligible position neans a position the duties of which
meet the criteria established in paragraph 5 of this instruction
for performance via tel enwork.

f. Tel ecenter neans a General Services Adm nistration
tel ecenter.

g. Telework neans any arrangenent in which an enpl oyee
perforns officially assigned duties at an alternate worksite on
either a regular and recurring, or an ad hoc basis. It does not
i nclude work while on official travel.

h. Traditional worksite neans the | ocation where an
enpl oyee woul d work absent a tel ework arrangenent.

4. Policy
a. The maxi mum nunber of positions will be identified as

eligible for regular and recurring telewrk, consistent with the
effective performance of the SPAWAR mi ssi on.

b. The maxi mum nunber of enpl oyees who neet the criteria
specified in paragraph 5 of this instruction and occupy
positions identified as eligible for telework will be permtted
to tel ework.

c. Every arrangenent for regular and recurring tel ework
will be subject to a witten tel ework agreenent executed in
accordance with this instruction and in the format of enclosure

(1).

d. Every telework arrangenent is subject to term nation at
any time at the will of either managenent or the enpl oyee.
Managenment will give an enpl oyee as nmuch notice as is
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practicable before termnating the enpl oyee's tel ework
arrangenent .

e. Enpl oyees nmay be approved to participate in both
conpressed work schedul e and tel ework prograns.

f. Telework may be used for supervisory-approved web-based
di stance and conti nuous | ear ni ng.

g. Ad hoc telework is subject to supervisory pre-approval
i n each instance.

h. Telework is not a replacenent for appropriate dependent
care arrangenents.

i. Consistent with DoD security and i nformation technol ogy
pol i ci es:

(1) No classified docunents (hard copy or el ectronic)
will be taken by teleworkers to alternate work sites. Nor wll
any classified informati on be prepared or discussed at the
alternate work site.

(2) Regular and recurring tel ework arrangenents that
i nvol ve sensitive unclassified data (including Privacy Act
data), or For Oficial Use Only (FOUO data, wll require
Gover nnent -f urni shed conput er equi pnent, software, and
communi cations, with appropriate security neasures. The
necessity and availability of Governnent-furnished equi pment
will be a factor in managenent's determ nation of whether to
approve a particular telewrk arrangenent. Sensitive
uncl assified data is any data that has not been officially
authorized for release to the public, whether or not it has been
mar ked with any warning notices or distribution controls.

(a) SPAWAR wi || arrange for and fund al
installation, service, and nmai ntenance of Governnent-furni shed
equi pment. DoD renote access software may be installed onto
Gover nnment -f urni shed conputers to enabl e access to DoD systens
and net wor ks.

(b) Governnment -furni shed equi pnent nmust only be used
for official duties. Famly nenbers and friends of tel eworkers
are not authorized to use any Governnent -furni shed equi pnent.
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(c) Teleworkers must return all Governnent - furnished
equi prent and materials to SPAWAR at the conclusion of the
t el ework arrangenment or upon nmanagenent's request.

(3) Telework arrangenents may provide for enployees to
use their personal conputers and equi pnent for work on non-
sensitive, unclassified data (data that has been officially
aut hori zed for release to the public) consistent with DoD
policy. Personal conputers may not access DoD systens or
networks renotely. The enpl oyee is responsible for the
installation, repair and mai ntenance of all personal equipnent.

(4) Teleworkers are responsible for the security of al
official information, protection of any Governnent-furni shed
equi pnent and property, and carrying out the SPAWAR ni ssion at
the alternate worksite. Teleworkers nust ensure that there is
no access by unaut hori zed personnel (to include famly nenbers)
to Governnent issued equi pnent and property and to information
that has not been officially approved for release to the public.

j. Teleworkers are responsible for all costs of hone
mai nt enance, insurance, utilities, and any other operating costs
associated with using their personal equipnent or residence for
telework. The Governnent is not |iable for damages to the
tel eworker’s personal or real property while the teleworker is
wor ki ng at the approved alternate worksite, except to the extent
the Governnent is liable under the Federal Tort C ainms Act or
the Mlitary and Cvilian Enployees Clainms Act. Teleworkers are
covered by the Federal Enployees Conpensation Act when injured
or suffering fromwork-related illnesses while conducti ng
of ficial Government business.

k. Telework arrangenents utilizing the enpl oyee's hone as
the alternate worksite will include the safety checklist at
encl osure (2) conpleted and signed by the tel eworker.

. Tinme spent in a telewrk status shall be accounted for
and reported in the same manner as if the enployee reported for
duty at the traditional worksite. Overtinme policies that apply
to enpl oyees working at a traditional worksite apply to
tel eworkers. Conpensabl e overtine work performed by tel eworkers
W t hout prior supervisory approval may be cause for
adm ni strative discipline.
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m Tel eworkers remai n bound by DoD standards of conduct
while working at the alternate worksite.

n. Managenent may require telewirkers to report to the
traditional worksite on schedul ed tel ework days based on
operational requirenents.

0. Teleworkers nust satisfactorily conplete all assigned
wor k, consistent with the approach adopted for all other
enpl oyees in the work group, and according to standards and
gui delines in the enployee's performance pl an.

p. Telework may constitute a form of reasonabl e
acconmmpdat i on under section 501 of the Rehabilitation Act of
1973, 5 U S. Code section 791

5. EHigibility for Regular and Recurring Tel ework

a. Eligible positions are those involving tasks and work
activities that are portable, do not depend on the enployee's
presence at the traditional worksite, and are conducive to
supervi sory oversight at the alternate work site. Positions
shall not be excluded fromeligibility based on occupati on,
series, grade, or supervisory status. An eligible position may
i nclude tasks that are not suitable for telework, so long as
suitabl e tasks conprise a sufficient portion of the overal
wor kl oad to occupy a teleworker for at | east one workday per pay
period. Tasks and functions generally suitable for tel ework
i nclude, but are not |limted to, thinking and witing, policy
devel opnment, research, analysis, report witing, tel ephone-

i ntensi ve tasks, conputer-oriented tasks, and data processing.
Tasks and functions requiring the use of sensitive unclassified
data or renote access to DoD systens and networks are suitable
for telework only if appropriate Governnent-furni shed equi pnment
and security neasures are avail abl e.

b. Ineligible positions are those that do not involve
sufficient tel ework-suitable duties to occupy a tel eworker for
at | east one workday per pay period, as well as those for which
a telework arrangenment woul d be unduly degrade or disrupt the
enpl oyee's ability to neet the official needs of custoners and
clients, other enployees, or the SPAWAR mi ssion. Tasks ill -
suited to telework include, but are not limted to, those that
are part of trainee or entry-level positions; require daily
access to classified information; or require the enployee to
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have frequent face-to-face contact with the supervisor, clients,
col | eagues or the general public in order to performthe job
effectively, which cannot otherw se be achieved via electronic
mai |, tel ephone, telefax, or simlar electronic neans.

c. Eligible enployees are those enpl oyees whose
denonstrated personal characteristics are well suited to
tel ework, as determ ned by nmanagenent.

(1) Such characteristics include, as a mnimm a
denonstrated dependability and ability to handl e responsibility,
a proven record of high personal notivation, the ability to
prioritize work effectively and apply sound tinme managenent
skills, and a proven or expected m ni mum performance rating of
successf ul

(2) Probationary enpl oyees generally are not eligible
because probation is designed to provide supervisors the
opportunity to personally observe and eval uate new enpl oyees
per f or mance.

6. Eligibility for Ad Hoc Tel ework. Supervisors will determ ne
the eligibility of enployees and positions for ad hoc tel ework
on a case-hby-case basis in light of relevant considerations such
as those di scussed in paragraph 5 above.

7. Responsibilities

a. The Director of Human Resources Progranms (00A HR) will
serve as the focal point of the SPAWAR Tel ework Program advise
managenent on telework issues wthin SPAWAR headquarters, and
advi se subordinate commands and activities on tel ework issues
arising out of their respective organizations.

b. SPAWAR Headquarters enpl oyees desiring to telework will:

(1) Read and becone famliar with this instruction,
i ncluding all encl osures.

(2) Conplete and submt enclosure (3) to their first
| evel supervisor for review and for further collaborative
devel opnment. The itens addressed in enclosure (3) provide a
basis for the formal tel ework agreenent, enclosure (1).
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(3) Conmply with the terns of any approved tel ework
arrangemnent.

c. First-level supervisors wll:
(1) Publicize the SPAWAR Tel ewor k Program

(2) Assess the eligibility of prospective tel eworkers,
di scuss their findings with the next |evel supervisor, and
comunicate the final eligibility determnation to the
prospective tel eworker.

(3) Review, evaluate, and participate in further
devel opnment of an eligible prospective tel eworker's proposed
tel ewor k agreenent.

(4) Submt fully devel oped proposed tel ework agreenents
to the next |evel supervisor with recommendati ons for approval
or di sapproval .

(5) Execute and inplenment approved tel ework agreenents
with the tel eworker.

d. Program Directorate Heads/Mjor Staff Ofice heads w ||
approve, disapprove or nodify proposed tel ework arrangenments for
el i gi bl e enpl oyees.

e. Al managenent officials will consult with their
organi zation's Equal Enpl oynment Cpportunity Program Manager
before making tel ework determ nations related to requests from
enpl oyees with disabilities for reasonabl e acconmpdati on under
t he Rehabilitation Act of 1973.

8. Action. The Human Resources Program O fice, Code OOAHR, is
responsi bl e for keeping this instruction current.
/sl
K. D. SLAGHT

Di stri bution:
SPAWAR List 4
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SPACE AND NAVAL WARFARE SYSTEMS COVIVAND
PROPOSED TELEWORK PLAN

| nstructions to Enpl oyees

This formis your opportunity to describe how you and your
supervi sor can nake tel ework a success. This plan will involve
one or nore specified days per pay period. It will explain how
you can work froman alternate work site w thout detracting from
your performance, your coll eagues’ performance, or the SPAVWAR

m ssion; and it will propose how to nmeasure the success of this
endeavor. You know best how to make this work. Your proposal

is the starting point for an arrangenent to be worked out with
your supervisor and approved by higher-1evel managenent.

1. THE BASICS

a. Wiat is your nane?

b. Wat is your job series, title, grade?

c. Wat is your office code and position?

d. Who is your supervisor?

e. Fromwhere will you tel ecomute?

f. \What day or days of the pay period will you tel ecommute?
2. THE WORK

a. Describe the work you will performat the alternate work
site.

(1) What specific tasks will you perfornf?
(2) How will you receive the tasks?

(3) To whomwi |l you deliver the results of your
efforts?

(4) How will you deliver the results of your efforts?

(5) Wth whomw Il you work on the tasks?

Encl osure (3)
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(6) How will you comruni cate with persons with whom you
work on the tasks?

(7) How nmuch tinme to you expect the tasks to require?
(8) Are the tasks recurring? How often?
b. How w Il you maintain or inprove the tineliness and
qual ity of your work products (including services to others)
while working fromthe alternate work site? Wat work will not

get done on the days you tel ecomute?

c. Howw Il you ensure that your telecommuting arrangenent
does not adversely inpact the perfornmance of other enployees?

3. RESOURCES

a. Does your work require access to official docunents and
dat a?

b. How will you access these docunents, data, and ot her
information fromthe alternate work site?

c. Howw Il you safeguard sensitive information froml oss
or unaut horized di scl osure?

d. Describe any conputers and tel econmuni cati ons equi pnent
necessary for you to tel ecommute.

(1) Do you have this equipnent?

(2) Are you willing to obtain it and naintain it at your
own expense?

e. WII you be accessible by tel ephone and el ectronic mail?
Do you have sufficient tel ephone lines to maintain this
accessibility?
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4. THE WORK ENVI RONMENT

a. Wiere is your alternate work site? Describe it.

b. [If applicable, what arrangenents will you nake for
supervi sion and care of any children or other dependents at your
alternate work site during your duty hours?

c. Howlong would it take to get fromyour alternate work
site to your SPAWAR office if you had to cone in because of an
urgent matter?

5. METRICS. How can we neasure the success of this
t el econmuti ng arrangenent ?

6. OTHER CONSI DERATI ONS. Provide any other information that
may be hel pful for evaluating this proposal.

Dat e:

Enpl oyee Si gnat ure:
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TELEWORK AGREEMENT

b. Job series, title, grade:
c. Ofice code and position:
d. Supervisor's Nane:

2. TELEWORK SCHEDULE

a. Day(s) of week to tel ework:
b. Wek(s) of pay period (first, second, both):

c. Duty hours while tel eworking (specify hours of work and
| unch break):

d. Conpressed work schedul e?
RDO:

3. ALTERNATE WORKSI TE

a. Address:
(1) Distance fromtraditional worksite:
(2) Commute tine:
b. Tel ephone:
c. Emil
d. Is this a private residence?
(1) Are dependents present during tel ework hours?
(2) Childcare arrangenents (if applicable):

e. Location of work area within the worksite:

Encl osure (1)
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4. TELEWORK TASKS

a. ldentify tasks:

b. How tasks will be received fromothers:

c. How work products wll be provided to others:
d. Nane of others w th whom working on tasks:

e. Means of conmunicating with coll aborators:

f. Method for neasuring |level of effort and | evel of
producti on:

5. TASKS NOT' PERFORVED VI A TELEWORK

a. Are there job duties that cannot be perforned via
tel ework?

b. If yes, howw ||l they be nmanaged on tel ework days?
6. RESOURCES
a. Do telework tasks require DoD network or system access?

b. Is Governnent-issued conputer and tel econmuni cations
equi pnrent avail abl e?

Equi pnent :

c. Do telework tasks require access to classified
i nformation?

d. Do telework tasks require access to sensitive
uncl assified infornmation?

e. Security neasures for sensitive unclassified
i nformati on:

7. CHANGES TO TELEWORK ARRANGEMENT. The tel eworker rmnust be
available to work at the traditional worksite on tel ework days
on an occasional basis if necessitated by work requirenents.
Tel ewor ker requests to change the tel ework schedul e are subj ect
to supervisory approval based on m ssion requirenents. A
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per manent change to this telework arrangenent will be reflected
in a new tel ework agreenent.

8. WORK- AT- HOVE TELEWORK

a. The teleworker is responsible for maintaining a proper
wor k envi ronnent while tel eworking.

b. The tel eworker nust conplete and sign the safety
checklist found at enclosure (3) to SPAWARI NST 12610. 1.
Tel ewor ker agrees to give Governnent representatives access to
the hone worksite as required during normal working hours to
repair or maintain Governnent-furni shed equi pment and to ensure
conpliance with the terns of this tel ework agreenent.

c. The tel eworker nust designate a suitable area in the
hone as the official work or office area for performnce of
of ficial Governnment business. The Governnent's potentia
exposure to liability is limted to this official work or office
area for tel ework purposes.

d. The tel eworker acknow edges that telework is not a
substitute for dependent care.

e. The CGovernment is not responsible for any operating
costs that are associated with the teleworker's using his or her
personal residence as an alternate worksite, including hone
mai nt enance, insurance, and utilities.

9. OFFICIAL DUTY STATION. The teleworker's official duty
station for such purposes as special salary rates, locality pay
adj ustnents, and travel is [ desi gnate the

| ocation found on the nobst recent SF-50].

10. TIME AND ATTENDANCE, WORK PERFORVANCE, OVERTI ME

a. Tinme spent in a telework status nust be accounted for
and reported in the sane manner as if the tel eworker had
reported for duty at the traditional worksite.

b. The tel eworker nust satisfactorily conplete all assigned
wor k, consistent with the approach adopted for all other
enpl oyees in the work group, and according to standards and
guidelines in the tel eworker's perfornmance pl an.
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c. The teleworker agrees to work overtine only when ordered
and approved by the supervisor in advance. Tel eworkers who work
overtinme w thout such prior approval may be subject to
adm ni strative or disciplinary action.

11. SECURI TY AND EQUI PMENT

a. No classified docunents (hard copy or electronic) may be
taken to the teleworker's alternate worksite. The tel eworker
will not be authorized to create or discuss classified docunments
at the teleworker's alternate worksite. The tel eworker may use
sensitive unclassified material, including Privacy Act and For
Oficial Use Only data, only on Governnent -furni shed equi pnent.
The tel eworker is responsible for the security of all official
data, protection of any Governnent-furni shed equi pnment and
property, and carrying out the m ssion of DoD at the alternative
wor ksite. Governnent -furni shed equi prent nust only be used for
official duties and fam |y nenbers and friends are not
aut hori zed to use any Governnent furnished equi pnent

b. The teleworker will not |oad renpte access software into
his or her personal conputers for official purposes. The
enpl oyee is responsible for the installation, repair and
mai nt enance of all personal equi pnment used for tel ework on non-
sensitive uncl assified data.

C. SPAVWAR i s responsible for the maintenance of al
Gover nnent -f urni shed equi pnent. The tel eworker nay be required
to bring such equipnment into the office for mai ntenance. The
t el eworker nust return all Governnent-furni shed equi pnment and
materials to SPAWAR at the concl usion of telework arrangenents
or at the managenent’s request.

12.  LIABILITY AND | NJURY COVPENSATI ON

a. The Governnment is not liable for damages to the
tel eworker’s personal or real property while the tel eworker is
wor ki ng at the approved alternate worksite, except to the extent
the Governnent is held liable by the Federal Tort Cainms Act or
the Mlitary and Civilian Enpl oyees O ains Act.

b. The teleworker is covered by the Federal Enployees
Conmpensation Act if he or she is injured or contracts a work-
related illness while conducting official Governnent business.
The tel eworker will notify the supervisor imediately of any
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perform ng official duties, and will conplete any required
formns.

13. STANDARDS OF CONDUCT. The tel eworker acknow edges that he

or she continues to be bound by the Departnment of Defense
standards of conduct while working at the alternate worksite,
i ncluding the use of Governnent-furni shed equi pnent.

14. M LEAGE SAVINGS. The tel eworker estinmtes that the

telework arrangenent will result in a reduction of approxinmately
_mles traveled in conmuting per pay period.

15. TERM NATI ON OF THE TELEWORK AGREEMENT. This tel ework
agreenent can be termnated by either the tel eworker or the
supervi sor by giving advance witten notice. Managenent shal
termnate the tel ework agreenent if the enpl oyee's performnce
does not neet prescribed standard, or the tel ework arrangenent
does not neet the organization's needs, or for other reasons
deened appropriate by nanagenent.

16. KNOALEDGE OF COWAND POLI CY. The tel eworker acknow edges
he or she has read and understands SPAWARI NST 12610.1, and
understands that the policies stated therein apply to, and are
i ncorporated by reference into, this tel ework agreenent.

17. START DATE. The tel ework arrangenent covered by this
agreenent will comence on:

Dat e:
Enpl oyee signature

Dat e:
Supervi sor signature

Dat e:

Approving Oficial
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TELEWORK HOVE WORKSI TE SAFETY CHECKLI ST

This checklist is designed to assess the safety of the hone
wor ksite. The enpl oyee nust conplete the checklist, sign & date
it, keep a copy and return the original to their supervisor.

1. Are tenperature, noise, ventilation, and lighting | evels
adequate for maintaining your normal |evel of job performance?

Yes No
2. Is all electrical equipnment free of recogni zed hazards that
woul d cause physical harm (frayed wires, bare conductors, |oose
wres or fixtures, exposed wiring on the ceiling or walls)?

Yes No
3. WII the building's electrical systempermt the grounding
of electrical equipnent (a three-prong receptacle)?

Yes No _
4. Are aisles, doorways, and corners free of obstructions to
permt visibility and novenent ?

Yes No _
5. Are file cabinets and storage cl osets arranged so drawers
and doors do not enter into wal kways?

Yes No
6. Are phone lines, electrical cords, and surge protectors
secured under a desk or al ongside a baseboard?

Yes No

Enpl oyee' s signature Dat e

Enpl oyees nane Posi tion

Wor ksite address

Tel ephone nunber at worksite

Supervi sor's nane

Encl osure (2)



